
يداشرإ لیلد

..كتئیب نم أدبی كحاجن
ـھ١٤٤٢

 ةیرشبلا دراوملل ةماعلا ةرادلإا

ةیبتكملا ةئیبلا نیسحت ةدحو

A GUIDEBOOK

General Administration of Human Resources

Office Environment Improvement Unit

Your success starts with your environment..

1442 AH



؟ ةیبتكملا ةئیبلا نیسحت ةدحو يھام

 ماقملا لبق نم ةقفاومبو ، ةیندملا ةمدخلا ةرازو اھتّنبت ةردابم

 ةئیب ةعباتمل ؛ ـھ7/11/1435 خیراتو )45637( مقر يماسلا

 يتلاو ، اھیلع فراعتملا رییاعملا عم قستی امب نیفظوملا لمع

 لصاوتلا ةرادلإ ةعبات ةدحو يھو . فظوملل رفاوتت نأ يغبنی

 ةرون ةریملأا ةعماج يف ةیرشبلا دراوملل ةماعلا ةرادلإاب يلخادلا

.نمحرلا دبع تنب

What's the Office Environment Improvement Unit?

An initiative adopted by the Ministry of the Civil Service, with the 

approval of His Majesty the King No. 45637 and the date of 

7/11/1435; To follow the working environment of staff members 

consistent with established standards, which should be available 

to staff members. It is a unit of the Internal Communication 

Department of the General Human Resources Department of 

Princess Noura bint Abdel Rahman University.



..ةیبتكملا ةئیبلا نیسحت ةیمھأ
 مھأ نم دعتو،لمعلا تابلطتم مھأ دحأ ةیبتكملا ةئیبلا نیسحت ربتعُی

 اھریثأت كلذكو ،يبتكملا لمعلاو بتاكملا ةرادإو میظنت رصانع

 ءادأ ىلع مھدعاسی امم نیفظوملا لمعب طیحی ام لك يفً ایباجیإ

.لمعلا

 ةقلاعلا للاخ نم )ةیبتكملا ةئیبلا نیسحت ةدحو( ةیمھأ دمتستو

 لمعلا ةدوج نیسحت متی يكلو .ھلمع ةئیبو فظوملا نیب ةدیطولا

 فارشلإاو ةباقرلا للاخ نم ةعماجلا يبوسنم اضر قیقحتو

 ةدحو ءاشنإ مت ، فظوملاب ةطیحملا ةیبتكملا ةئیبلا ىلع ةعباتملاو

.ةیبتكملا ةئیبلا نیسحت

The importance of improving the office environment...

Improving the office environment is one of the most 

important work requirements and  elements of office 

management, as well as having a positive impact on all work 

surrounding staff, thus helping them to perform work.

The importance of the Office Environment Improvement Unit 

is derived from the close relationship between the staff 

member and the work environment. the Office. Environment 

Improvement Unit has been established in order to improve 

the quality of the work and achieve the satisfaction of the 

University through oversight, supervision and follow-up of 

the office environment surrounding the staff member.



 ينفظولما زيفتح في ماهسلإا
.مهقوقح ماترحاو

نع ةيبايجإ ةروص نيوكت
 ينفظولما ىدل ةعمالجا
.اMامدخ نم نيديفتسلماو

 ةنمآ لمع ةئيب نامض
 ءادأ ءانثأ ةعتممو ةيحرمو

.لمعلا

..ةیبتكملا ةئیبلا نیسحترثأ

Contributing to motivating 
staff and respecting their 

rights.

Fostering a positive image of 
the University among staff 

and beneficiaries of its 
services.

Ensuring a safe, 
comfortable and enjoyable 

working environment 
during the work.

The impact of improving the office environment ..



:ةدحولا تایلوؤسم
 عقی ام اھنمو ،ةعماجلل ةلاّعف ةئیب ءانب يف مھاست ماھم ةدع ذیفنت ىلإ ةدحولا فدھت
 ام نمضتتو .ةیبتكملا ةئیبلا نیسحت ةدحو نم فارشإب ةعماجلاب تاقسنملا ماھم تحت
 : يلی

:ةدحولا ماھم
.اھتیمھاو ةیبتكملا ةئیبلاب فیرعتلل جذامن میدقت•
 ىلع دعاسی امب ةمئلام ةیبتكم ةئیب ریفوت يف مھست يتلا تامیلعتلاو تاداشرلاا میدقت•
.ةءافكب لمعلا ءادا
.ةبسانملا ةیساسلاا ةبتكملا ةئیبلا رصانع رفوت ىدم قیقحتل ةعباتملاو فارشلاا•
.مسقلا ماھم ذیفنتل ةینادیم تلاوجب مایقلا•
 اھتاظحلامو اھتایصوتو مسقلا تازاجناو تاطاشنب ةصاخلا ةیرودلا ریراقتلا دادعا•
. نیفظوملا ءاداو لمعلا ریسب ةقلعتملا
.مسقلا ىلا لكوت ىرخا ماھم يا•

Responsibilities of The Unit
The Unit aims to implement several tasks that contribute to building 
an effective environment for the University, including those under the 
functions of the University’s female coordinators under the 
supervision of the Office Environment Improvement Unit. 

• To provide models for the definition and importance of the office 
environment.

• Provide guidance and instructions that contribute to the provision 
of an appropriate office environment to enable efficient 
functioning.

• Supervision and follow-up to achieve the availability of appropriate 
core library elements of the environment.

• Conduct field tours to carry out the functions of the section.
• Preparation of periodic reports on the activities and achievements 

of the section and its recommendations and observations on the 
functioning and performance of staff.

• Any other tasks assigned to the department.

Function of the Unit:



:ةقسنملا ماھم
. لمعلا ةھج يف بتاكملاب ةینادیم تلاوج•
.ةیبتكملا ةئیبلا نیسحت ةدحول ریراقت عفر•
 دجتسی املك ىلع علاطلال ةیبتكملا ةئیبلا نیسحت ةدحو عم لصاوتلا•
 .لامعأ نم
ةرادلإا ىنبم يف نأشلا اذھب ةصاخلا ةیرودلا تاعامتجلاا روضح•
. ةماعلا

:ةفدھتسملا ةئفلا
 ، دوــقع ، تاكرــش ، نییمــسر( ةــعماجلا لــخاد لــمعلا بــتاكم عــیمج
.)لامع

Functions of the female Coordinator:

• Field tours of offices at work.
• Reporting to the Office Environment Improvement Unit.
• Connect with the Office Environment Improvement Unit for 

all new work.
• Attendance at periodic meetings on this subject at the 

Public Administration Building.

Target group:
All employment offices within the University (official, 
corporate, contract, workers).



 ةعماج ةرادإ ىنبم يف تاقسنملا فیرعت
:نمحرلا دبع تنب هرون ةریملأا
 ةئیھ ءاضعأ( ةعماجلا ةرادإ ىنبم يف تاقسنم حیشرت مت
 نیسحت ةدحو لمع ةعیبطو تابلطتمھیضتقت امل كلذو )ةیرادإ
 نم ماھملا يلوتل ءافكلأا ءاضعلأا رایتخا مت ةیبتكملا ةئیبلا
.نمحرلا دبع تنب هرون ةریملأا ةعماج تارادإ

Identification of female coordinators in the 
administration building of Princess Nourh bint
Abdul Rahman University:

• In view of the requirements and nature of the work of 
the Office Environment Improvement Unit, qualified 
members were selected to take over from the 
departments of Princess Nourh bint Abdurrahman 
University.



 : تاقسنملل ينایبلا عیزوتلا

 ىنبم يف ةیبتكملا ةئیبلا نیسحت ةدحو تاقسنمل ينایبلا عیزوتلا
 تایلكلاو ةماعلا ةرادلإا

ةماعلا ةرادلإا ىنبم يف تاقسنملا ددع تایلكلا يف تاقسنملا ددع

Graphic distribution of female coordinators:

The graphic distribution of the female coordinators of the office 
environment improvement unit in the public administration building 

and colleges

The number of female coordinators in the general administration building

The number of female coordinators in the colleges



: يلاثملا فظوملا قیبطت ةیئاصحا

يلاثملا فظوملا

لمعلا يراج لمعلا مت

Statistical application of the ideal employee:

The ideal employee

Work is underway done



 يراج و ةیبتكملا ةئیبلا نیسحت ةدحو رییاعم قیبطت
:اھیلع نیسحت

بتاكملا بیترت لكش ریغت

 كلاساو تلایصوت
 عومش

تاجلاث- تایلاغ- تایافد :ةزھجأ
 بتاكم ىلع هدوجوم ریغ ءامسلأا

The graphic distribution of the application form for the 
standards of the Office Environment Improvement Unit:

The shape of the office arrangement changed

Connections and wires
Candles

Appliances: Heaters - Boilers - Refrigerators
The names are not found on the offices



Office Environmental Improvement guidelinesةیبتكملا ةئیبلا نیسحت تاداشرإ



.. انمُھِلُْی.. انمُھُِی مكیأر
 ةیرشبلا دراوملل ةماعلا ةرادلإا

ةیبتكملا ةئیبلا نیسحت ةدحو

Your opinion matters .. inspires us ..

Hrd-pwe@pnu.edu.sa

General Administration of Human Resources

Office Environment Improvement Unit

Hrd-pwe@pnu.edu.sa


